PART 11

DEPARTMENT OF HUMAN RESOURCES DEVELOPMENT 17.
STATE OF HAWAI

M ni mum Qual i fi cation Specifications
for the Cl ass:

AUTOMOTI VE SERVI CES ADM NI STRATOR
(AUTOMOTI VE SERVI CES ADMR)

Prerequi site Know edge and Abilities Required:

Know edge of:

1. princi ples and practices of business managenent,
including fiscal and supply nmanagenent;

2. program pl anni ng and eval uati on techni ques,

i ncludi ng cost benefits, feasibility and other
st udi es;

3. budget devel opment and executi on;

4. effective work organi zation and staff utilization;

5. princi pl es and practices of supervision and
managenent ;

6. report writing.

Ability to:

1. pl an, organize, direct, and eval uate through
subordi nate supervisors, the activities of the
st at ewi de prograns;

2. devel op and i npl ement program pl ans, policies,
goal s, and obj ecti ves;

3. identify and anal yze probl ens, use reasoning to
arrive at conclusions, and find alternative
solutions to conpl ex problens;

4. determ ne objectives and strategies, anticipate
potential issues and opportunities, and evaluate t
progress and outcone of plans;

5. anal yze and eval uate program operati ons, detern ne

budget and resource requirenments, and nmake wel | -
i nformed deci sions; perceive the inpact and
i nplications of decisions;
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antici pate the needs of custoners;

7. devel op and i npl ement gui delines, policies and
pr ocedur es;

8. gain the cooperation of others, such as
representatives of other State agencies, vendors,
and custonmers, in order to acconplish program goals,
bui |l d consensus, and negotiate to find nutually
accept abl e sol uti ons;

9. express information orally and in witing to
i ndi vi dual s and groups effectively, taking into
account, the audience and nature of the information;
prepare clear and concise reports, correspondence
and testinmony.

Basi ¢ Educati on Requirenment:

Graduation froman accredited four (4) year college or
university with a bachel or’s degree.

Excess work experience as descri bed under the Specialized
Experi ence, below, or any other responsible adm nistrative,
pr of essi onal or anal ytical work experience which provided
know edge, skills and abilities conparable to those acquired
in four (4) years of successful study while conpleting a
coll ege or university curriculumleading to a baccal aureate
degree nmay be substituted on a year-for-year basis. To be
acceptabl e, the experience nmust have been of such scope, |evel
and quality as to assure the possessi on of conparable
know edge, skills and abilities.

The education or experience background nmust al so
denonstrate the ability to wite clear and conprehensive
reports and ot her docunents; read and interpret conplex
witten material; and solve conpl ex problens |ogically and
systematically.

Experi ence Requirenents:

Except for the substitutions provided for in this
specification, applicants must have had progressively
responsi bl e experience of the kind and quality described in
the statenents below and in the amounts shown bel ow, or any
equi val ent conbi nati on of training and experience.

Speci al i zed Experience: Three (3) years of responsible
pr of essi onal work experience in the managenment of a business
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enterprise or a self-sufficient revenue-generating operation.
Thi s experience shall have included responsibility for, or
substantial participation in the foll ow ng:

1. forrmul ati ng and i npl enmenting operati onal procedures
and policies; and

2. conducti ng and/ or supervising the conduct of
busi ness or market feasibility studies; and

3. devel opi ng and mai ntaining fiscal accountability
control procedures and records to reflect incone and
expenses; and

4. mar keti ng goods or services to prospective
cust oners.

Desirabl e Speci alized Experience: Responsible
pr of essi onal work experience as described in Specialized
Experi ence above in a property and/or facility managenent
setting.

Supervi sory Experience: Two (2) years of work experience
whi ch 1 nvol ved supervising staff in the performance of
activities as described in the Specialized Experience
requi renment, which included:

1. pl anni ng, organi zing, scheduling, and directing the
wor k of staff;

assigning and review ng their work;
advi sing themon difficult work problens;

trai ning and devel opi ng staff; and
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eval uating their work performance, and disciplining
staff if necessary

Manageri al Experience: One (1) year of manageri al
experience in a business enterprise or self-sufficient
revenue- generating operation. In addition to the itens |isted
under Speci alized Experience above, such experience nust have
i nvol ved responsibility for identifying program goals and
obj ectives and evaluating their attainment; identifying and
acquiring resource needs (staffing, materials, equipnent);
pl anni ng, organi zi ng and coordi nati ng program activities to
attain program objectives within tine, resource, and budgetary
limtations; devel oping procedures; and actively participating
in policy determ nation, budget fornulation and execution.
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Adm nistrative Aptitude: Admnistrative aptitude wll be
considered to have been net when there is strong affirmative
evi dence of the necessary adm nistrative aptitudes and
abilities. Such evidence may be in the form of success in
regul ar or special assignnments or projects which involved
adm ni strative problens (e.g., in planning, organizing,
pronoting, and directing a program including policy and
budget ary consi derations; providing staff advice and
assi stance in such matters); interest in admnistration
denonstrated by the performance of work assignnents in a
manner which clearly indicates awareness of adm nistrative
problens and the ability to solve them conpletion of
educational or training courses in the area of adm nistration
acconmpani ed by the application of the principles, which were
| earned, to work assignnents; managenent’s observation and
eval uati on of the applicant’s | eadership and adm nistrative
capabilities; success in trial assignnments to nanageri al
and/or adm nistrative tasks.

Substitutions All owed:

A master's degree in business adm nistration, econom cCs,
public adm nistration, or a related major froman accredited
col |l ege or university may be substituted for one (1) year of
t he Specialized Experience.

Qual ity of Experience:

Possession of the required number of years of experience
will not in itself be accepted as proof of qualification for a
position. The applicant's overall experience nust have been
of such scope and | evel of responsibility as to conclusively
denonstrate that he/she has the ability to performthe duties
of the position for which he/she is being considered.

Sel ective Certification:

Speci alized know edge, skills and abilities may be
required to performthe duties of some positions. For such
positions, Selective Certification Requirenents my be
established and certification may be restricted to eligibles
who possess the pertinent experience and/or training required
to performthe duties of the position.

Agenci es requesting selective certification nust show the
connection between the kind of training and/or experience on
which they wish to base selective certification and the duties
of the position to be fill ed.



PART 11 Page 5
AUTOMOTI VE SERVI CES ADMR 17.

Tests:

Applicants may be required to qualify on an appropriate
exam nati on.

Physi cal and Medi cal Requirenments:

Applicants nust be physically able to perform
efficiently and effectively, the essential duties of the
position which typically require the ability to read w thout
strain printed material the size of typewitten characters,
gl asses permitted, and the ability to hear the conversati onal
voice, with or without a hearing aid, or the ability to
conpensate satisfactorily. Disabilities will not
automatically result in disqualification. Those applicants
who denonstrate that they are capable of perfornmi ng the
essential functions of the position with or wi thout reasonable
accommodation will not be disqualified under this section.

Any condition, which would cause applicants to be a
hazard to thensel ves or others, is cause for disqualification.

Any di squalification under this section will be nade only
after a review of all pertinent information including the
results of the medical exam nation, and requires the approval
of the Director of Human Resources Devel opnent.

Ment al / Enoti onal Requirenments:

Al'l applicants nust possess enotional and nental
stability appropriate to the job duties and responsibilities
and wor ki ng conditions.

This is an anendnent to the m ni num qualification
specification for the class, AUTOMOTI VE SERVI CES ADM NI STRATOR
(AUTOMOTI VE SERVI CES ADWMWR), approved August 10, 1982.

DATE APPROVED: 12/ 30/ 02
Director of Human Resources

Devel opment



